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MEMORANDUM FOR : Deputy Director for Support

SUBJECT : Routing of Letters of Retirement and Letters of
Condolence

i. This memorandum is for information only.

2. For many years this Office has prepared letters of condolence to the
aext-of-kin of decensed Agency staff personnel and cornmendatory letters of
retirement to retiring employees for signature by the Director of Central
Intelligence. These letters bave been routed from the Office of the Director of
Parsonnel to the Executive Director-Comptroller to the Director. Cases
involving personnel in the Support Services were first routed to the Deputy
Director for Support. This earlier routing procedure was changed in July 1965
on instructions {rom the Executive Director-Comptroller that these leiters
need not be reviewed after they leave the Uffice of Personnel. Since then we
have arranged for direct routing of these letters to the Director.

3. Both lettere of condolence and commendatory letters of retirerent
are routine in nature.

a. In the case of the condolence letter, very zarely is there 2
variation from the previously approved and long-used text. A sample 1a
attached at Tab A, In forwarding the letter for signature, we always
attach Form 901, Casualty/Emergency Report, which summarizes the
particular circumetances of death. This form also records concurrences
obtained {rom the Office of Security and, where appropriate, Central
Cover Staif in the preparation of the letter.

b. In retirement cases, we have a serles of letters. From these,
one is selected to fit the clrcumstances of the individual case. Samples
of theae letters are attached at Tab B, These letters are also reviewed
by the Office of Security and, where appropriate, Central Cover Staff
and concurrences are indicated on the flle copies. Ia addition, we have
followed the practice of attaching to the letter a short note summarizing
the circumstances of retirement,

pr instructions from you, we have initiated the practice
I .
IC¥ BT COTMIMERGAtory retirement letters through you.

/8/ Emmett D, Echols

Emmett D, Echols
Director of Perasonnel
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R seems to me that letters Prepared for
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Registry will send al1 such letters directly to the Director for
signature. If the Director should be dissatisfied with any of
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Letters of condolence which are usually similar are prepsred in
original and seven copies after consultation with the deceased's
immediate office and with the approval of the Office of Security.

For Clandestine Services cases, approval of Central Cover Staff is
also obtained. A copy of the current condolence letter 1s attached.
The letter and Form 901, Casualty/Emergency Report, ere forwarded
directly to the Director for signature. The distribution of the
condolence letter is as follows:

Original for addressee

One for Executive Reglstry and original of 01

One for D/Pers with copy of 901

One for OPF

One for Subject's office

One for C/BSD

Two for BCB with two coples of 901

There are eight standerd retirement comnendatory letters which
have been approved end been used for seversl years. Samples attached.
The type of letter chosen depends upon the type and length of service
and type of retirement and iz determined after review of the file and
consultation with the retiree's office. Security concurrence is
obtained for this letter and where approprilate, Central Cover Staff.
The distribution for commendatory letters is as follows:

Original for asddressee

One for Executive Registry
One for C/EAB/OS

One for D/Pers

One for OPF
Two for Retirement Branch

-

W 1
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16 AUG 1966
NOTE TO : C/BCB

1. I'had a long discussion with | |yesterday concerﬁI’é‘EINTL
possible change in policy at the DDS level on the routing of material to the
7th floor. We were talking specifically on letters of condolence and I need
some information.

2. My recollection is that some time ago and probably when Col. White
was the DDS, we were told to stop routing this material through the DDS
eéxcept in those cases involving Support Services employees. Will you look
through your emergency policy file and see if you can find such an
instruction.

3. Is it not true that we route at the present time Support Services cases
through the DDS? If so, please tell me the names of all Support Services
death cases since Mr, Bannerman became the DDS.

4, Am I correct that all other death cases are routed directly to the
Executive Director ? e
5. Please send me the above information and then proceed with a draft
of a memorandum from D/Pers to the DDS outlining our procedures on
letters of condolence and commendatory retirement letters. (You should ask
Howard for a sample of the retirement letters) Your memo should point

out that these letters are almost entirely the same—that having approved

one in substance, all of them in effect have been approved. The memo should
also point out that there is little that is controversial in these letters and

that before releasc our SOP calls for concurrence by Security and Cover,.

6. Do this in draft but in advance, give me the specific data called for
above.

STATINTL

w&b AYFAENED)
ity
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CENTRAL INTELLIGENCE AGENCT

L %)

s et

o e )) WASHINGTON, . c.

g A

"79“/"«;?&-’ OFFICE OF THE RDIRECTOR
‘IUHT'{-ﬂ:

Mrs, John A. Doe
1234 T'irst Strect, N, W,
Washington, D, .

NDear Mrs. Doe:

May I extend to you my deepest sympathy
in the®¥loss of your hushand,

e performed his duties well, Taithiully,
and with special devotion, [Te will Tong be
adfectionately rememberad by his colleagues in
this organization.

Our thoughts are with you.

Sincerely,

Richard IHelinsg

Director

¥ Add the word sudden when the death is accidental
Oor unexpected.
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Letters of condolence which are usuelly similsr sre prepered in
originsl and seven copies after consultation with the decessed'se
immediste office and vith the spprovel of the Office of Security.

For Claniestine Services ceses, approval of Central Cover Staff is
slso obtained. A copy of the current condolence letter 1s attached.
The letter and Porm 901, Casualty/Emergency Report, are forwarded
directly to the Director for signature. The distridution of the
condolence letter is as follows:

 Originel for eddressee

One for Executive Registry and orgginel of 901
One for D/Pers with copy of 901

Cus for OPF

One for &ubject's office

One for C/BED

Two for BCB with two coples of 901

There asre eight standard retirement commendatory lstters vhich
have been spproved and been used for several years. Camples atteched.
The type of letter chosen depends upon the type and length of service
and type of retirement and is determined efter review of the file and
eonsultation vith the retiree's office. Security concurrence is
obteined for this letter and vhere appropriste, Central Cover Stafr.
The distribution for commsndetory letters is as follows:

Originel for addressee

One for Executive Registry
Ons for C/EAB/OS

One for D/Pers

One for OFF
Two for Retirement Branch

Approved For Release 2002/05/07 ; CIA-RDP85-00375R000100120006-3 it b b |
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Letters of condolence vhich are usually similar are prepsred in
eriginal and seven coples after consultation with the deceased's
irmediste office and vwith the epprovsl of the Office of Security.

For Clandestine Services cases; approval of Central Cover Staff ie
also obtained. A copy of the current condolence letter is attached.
The letier and Porm 901, Casualty/Emergency Report, are forvarded
directly to the Director for signature. The distridution of the
condolence letter is as follows:

Original for =ddressee

One for Executive Registry and ergfinsl of 901

Ones for D/Pers vith eopy of 901

One for OPF

One for Sublect's office

One for C

Twe for BUB with two copies of 901

There ore eight standard retirement commendatory letterz vhich
hsve been approved and been used for seversl years, Semples astlached.
The type of letter chosen depends upon the type snd length of service
and type of retirement snd is determined efter review of the file smd
eonsultation with the retiree’'s office. Security comcurrence is
obtained for this letter and vhere sppropriste, Central Cover Staff.

The distribution for commendatory letters is as follows:

Originel for addressee
One for Executive Registry
One for C/EAB/OS

One for D/Pers

One for OFF

Two for Retirement Brauneh

Orcluded W ﬂ‘;"‘"‘
wwaprHit®
daciasifieatios
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- My recollection is that some time ago and p&obably when Col. White
we were told to stop routing this mate

<. 1 it not true that we route at the present time Support Ser
ugh the DDS? If 50, please tell me the names of all Support Ser
4 cases since Mr. Bannerman became the DDS. s

Please send me the above informatio:

& memorandum from D/P
.‘kégta_g”bffgondolence and commendatory retirement letters, {You
Howsrd for a sample of the retirement letters) v
ofit that these letiers are almost entirely the pame-~that baving approve
e in substance, all of them in effect bave been approved. The mero gh id
a§80 point out that there is little that is controversial in these letters. a

at before release our SOP calls for concurrence by Seturity and Goye

\ Do this in draft but in advance, give me the specific dakfa'calkr
pove. .
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PROCESSING ACTION

MARKED FOR INDEXING

Chief of Station, | |

NO INDEXING REQUIRED

INFO.

ONLY QUALIFIED DESK
CAN JUDGE INDEXING

FROM

Chief, Benefits & Services Division

MICROFILM

SUBJECT
Mortuary Support

ACTIO|

A,
B.
C. 7 Mar 66

6 Jan 66

following comments:

a,

United States.

necessary,

service.

service,

26 Jan 66

other than those made available by
continue to assure retention of the best possible commercial mortuary
We would also appreciate cable information in each such case

as to the condition of remains and whether they are viewable.
question is usually asked by next-of-kin.

2. While the above indicates our willingness to support[ |
position, we would appreciate your comments on the following data and con-
firmation of your request for continued ""commercial'' rather than
Do we understand correctly from paragraph one of reference A that

a[___ |mortuary officer is now stationed at[_____| If so, he should be 25X1A

able to provide all mortuary assistance we may require even though the

1. We have read the references with great interest and offer the

It is certainly true, as reported in paragraph 1 of reference B,
that there is pressure— usually generated by my office as a result of
contact with next-of-kin— for expeditious shipment of remains to the
We have never knowingly suggested, however, that
proper and complete mortuary service be sacrificed in the interest of
speed, but have hoped that both aspects in overseas handling of death
cases be achieved where possible.

b. It is equally true that the situation at[ ____ |and elsewhere in 25X1A
the Far East has been made much more difficult because of current
circumstances and increasing mortuary activity, and for this reason
we can support reference B and the practice of local embalming and
commercial shipment of remains from
In this latter regard, we know that whenever facilities
are used, the Station will

hen such is deemed 25X1A

25X1A

This
25X1A

25X1A

1-63
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. DISPATCH SECRET | | XA

25X1
ermponslme Government oifficial, Although the dispatch is aged,

the procedures are still valid and should your review of this Book Dispatch
and the references indicate further reflection on the use of military services,
we would be willing to discuss your particular situation with our military
contacts here. We would alsc be happy to do anything more you think might
be of assistance to you.

3. We have appreciated the opportunity to review the bidding in this
case and will await your 'final word'' which should clarify for all concerned
the procedures to be followed in the future should the need arise.

25X1A

Distribution:

25X1A s-cosf ]

CLASSIFICATION PAGE NO.
‘1S EDITION. D
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FROM
25X1A | Chief, Benefits and Services Division MICROFILM

SUBJECT
Survivor Benefits

ERENCES

25 January 1966

1. Reference requested information as to benefits which survivors receive in the
event of death of an employee. There is no single answer to this kind of question
since each case depends on its own circumstances. For example, benefits are different
depending on whether the employee dies in the performance of his duty or not. Further,
in non-performance of duty cases, benefits under the Civil Service retirement or
Organization retirement systems will depend on yesrs of creditsble service, salary
levels, as well as the kind snd mumber of eligible survivors. The insurance that a
man may have in force may also determine the overall benefits payable. What we have
provided below is a brief summary of benefits, which we trust will be of some help in
ansvering questions raised by Stetion personnel.

a. Civil Service Retirement System

Under the Clvil Service Retirement System, a widow is entitled to 55%
of the employee's earned anmity 1f he has at least five years of civilisn
service at the time of his death. She would receive the enmuity for life
or until she remarries. Bach child under age 18 {age 21 if & full-time
student) would receive $600.00 per year not to exceed $1,800.00 total for
all children. If neither parent is living, the child's anmuity would be
?720.00 per year not to exceed $2,160.00 for totsl mumber of ckildren.

Pamphlet 18 "Your Retirement System” Copy Atteched)

b. Organization Retirement System

Under the Organizstion Retirement System, a widow is entitled to 55%
of the employee's earned anmuity if he has et least five years of civilian
gervice at the time of his death. The dependent children's benefits are
the smme as sbove. Both retirement systems are basically the seme except
that beceuse of a difference in the annuity formla, survivor annuity for
the widow is larger under the Orgsnization Retirement System,

¢. Federal Employees' Compensation Act

Federal employees are eligible for benefits under the provisions of
the Federal Employees' Compensation Act when they incur an injury or
illness in the performance of duty, (i.e., when an injury or illness is
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directly attributeble to or meterially aggravated by the work of the
employee or the conditions of his employment.) The coverage of this Act
extends to Federal Bmployment any place in the world and also covers
employees while in an officisel travel status. Among the benefits provided
by FECA are full medical and hospital care, compensation for dissbility end
compensation for death to certain named survivors and dependents. In
presenting a claim for any FECA benefits, the claimant has the burden of
clearly establishing that the disabling condition was incurred in the
performance of duty, but our office assists in the presentetion of these
eclaims for adjudication.

If death results from an injury or illness incurred in the performence
of duty, & widow without children is entitled to receive 45% of the deceesed
employee's monthly selary. Benefits for & widow with children under age 18
would be 40% for herself and 15% for each child not to exceed 75% of the
employee's monthly selary. The total compensation cannot exceed $525.00 per
month. Pending legislation would raise this maximum.

When a death results from an injury or illness in the performance of
duty, the widow must elect whether or not she prefers to receive benefits
under the retirement system or FECA. She cannot receive benefite under both.
{More deteiled information concerning the Federal Employees' Compensation Act
may be found on the attached mimeographed sheet and in the attasched peamphlet
entitled "Work Injury Benefits for Federal Employees.")

2. In sddition to the above benefits, most staff employees and staff agents are
covered by the Federal Employees' Group Life Insurance. This provides two kinds of
insurance during employment - life insurance and sccidemtal death snd dismemberment
insurance. The asmount of your insurance is determined by ennual selary. The attached

| certificate may be helpful in giving further details.

3. There are a varlety of insursnce plans offered through the Organization. An
outline of the coverage is enclosed.

k, 1In reviewing benefits, consideration should be glven to possible coverage
under Social Security and in some cases VA compensation which is provided for widows
and./or children. We are attaching some literature which summarizes these benefits.

5. Im all of your briefings with employees on the question of survivor benefits,
please emphasize the extent to which our office assists survivors, through cur casualty
aselstence program, in obteining the various benefits to which they may be entitled.

We will personslly meet with these survivors with the necessary forms completed, to the |
extent that they can be in advance, and every effort is made to ease the concern
normally experienced by survivors ebout their financisl status, the benefits that they
should receive, and the manner in which these are to be obtained.

6. Pleamse let me knov 1f you need additional information.

25X1A

Attachments;
As stated
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SECRET

25X1A Chnief of Station,

Chief, Benetite and Services Divieion

25X1A | | Bemetite for Employess Involved in Non-Scheduted
i Aircraft Accidents

¥

: a. [ 113 Aug 65
25X1A 4, Booklet "Association Insurance Programe™, dated 3/31/44

; ¢. Beook Dinpatch 4251, dated 16 Mar 64
G Temted 8 Jul 65

! i. FEeferesce s requested lnformation regurding benefite avallable to
KUBARK personnel if injured In an accldent while on a8 aon-scheduled

2. Employees iravellag on this alrcraft in the performance of their duty
would be covered by the provisions of the Federal Employees® Compensation
25X1A  Acgt, discussed in[__ | Some additional material coveriag FECA
benefits is also attackhed,

j 3. Employees who are sow covered by the Federal Employeess’ Group

i Lite Insurzance are ales covered on the alrcraft since this ingurance has no

! © alr travel exclusion at all. Thue, the full benefits of the policy would be

’ payable, i.e., face value, accidental death benefite. or where appropriats,
dismemberment bonefiis. Attached is a brochure describing these FEGLI
benelils,

4. GEHA Life Insurances
2. WAEPA

The iace value znd secidental death and dismemberment benefits
* of WAEPA are payable for all employees traveling vnboard this aircraft
§ as pagsenzers. The WAEPA sccidental death and dismemberment
i benefit does not cover any loss resulting from injury sustained while in
‘ ©or on any vebicle or device for serisl mavigation, sxcept s a passepcer
' in a previcusly tested and approved aircraff, cther than experimental
% or prototype aircraft Thus, the fact that this aircraft is noa-scheduled
\

oY
{Cantimodi (:\ ’\qb
A"

25X1A 13 October 1265

SECRET 25X1A

Distribution: OP/BSD |:| bhd 5X1A

25X1A 3 - COS

; 1 « NE Div.
|
; 1 « D/Pers
- IB C/BSD
- BCB
NE/Pers
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SECRET 1

dous Bot n itwelf cxclude accidental doath or dismemberment dencfits;
it in the slatus of the waveler that determines, Passengere are
covesed: cllote 2ed crew members are excluded. H wever, please aote
st even is these cases where the exclusion doas apply. oaly the
accidenatal death sad disnemberment benefit would not be pald. Even in
the casen of pilete and crew members. the face value would be paid.

b, UBLIC

Again, the fact that this sircrait is a son-scbedoled oue does
not iteel! result in & deninl of benefita, Rather. it ix the staius of the
tzaveler that determines. Io all cases, the lace waiue, on apy of the
wighi plans fram $3, 000 o $30, 000 for empliyess who bave the imsursacs,
woild be payable. Ustil very receatly, accidents] death sad dismember~
meat beneills would be royable saly 20 passeagers, ze in the case of
WAEPA, dowever, this provision bas now beea wwodifled. The UBLIC
aix travel exclusion pow excludes any lose susttined as the resuli of
or while pasticipating in 2eronnctics . sviativs, sir travel, or air ifraog -
peristion exiept a6 & pavsenger. The term passenger xhall mof lucluds
the pilot o any ciher wember of the crew Apless such participation as
pilot ox go-pilot. or other menibsr of the crew is usdertaken 3t the
direciion of the Orgaatzation. In 80 event shall the aggregaie limit of
Habiliay with respect to all protested perscas acting a3 pllnt, co-pilet,
or other member of the crew while in xoy one aircrait excesd §i59, 500
with respect s accidental denth and dismembermcnt benefits, Tu resmte
this, any UBLIC policybolder would be covered by the face valuz on the

fifght. Accidestsl death and dismemberment benefils would
wlso be paid without any qualification o all pagspagers. Aceideatal
death asd disisesnberinent beueflis fur pilot, co~plios, or crew members
would be paid only if they were serviag in those capacities in the
perfomuance of thelr duty. Alsc foy this group, and ealy for ppyoient
sf scotdontal death and dismenberment benefits. the todal iability
pagable (o this group because of noy ose ajrcraft sccident could ot
exceed $153, 359, This aggregate limii of liability would enly take effect
far thuse fow lugtances where there are miore than five individeals
servieg as pilod, ce-pilot. aad crew mmembers,

¢ Contract Lise lnpurance
Fuor contract employses traveliag on thie f{zht, foll beneiits
would be payable. There ate av exciusions. slthough ihe policy consists
of saly fsce value without accidental death and dlsmerabeorsment benefita.
4. Ajr Flighi Trip Plan

This imsurssice covess ¢ on scheduled sirlipas only;
Comsesnently. the | eince it is o ava~scheduled fligh:,

would e excluded.

. hillitary Alp Flight Teip
Waile this inyurance covers ava~scheduied alrlines it ualy
covers pangengors on alrcraft which sre used primarily for tramspertiag
pRESCRETE.

{Continuad)
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BECRET | 25X1A

{. Flight and Accident Policy

This policy also covers passengery ouly om aiveraft which at
the time is making 2 flight for the sole purpose of tunwr&g m.;agaﬁ
of pasgengere and cargo and act for any vther sperationsl g& o
m;::e;timl ar teet g‘:m',;;me‘ Cur understandlay of the 25X1A
fiizht is thar it i» cither foy ithe purpoRe of transporiing pRasesgers oF
passengers snd carge and ts aot engaged is any sthey cparational, ‘
actical, or test purposes. With this cualificaiion, passeagers on the
[ ]flight weuld b& coverad by the Fiight and Aceident Pollcy.

25X1A

Astechmenta!
As Binted

Daztribudon:
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TO
. Chief, Far East Division

X NO INDEXING REQUIRED

INFO.

FROM

Chief of Station,

SUBJECT

ONLY QUALIFIED DESK
CAN JUDGE INDEXING

MICROFILM

Survivors Benefit

ACTION REQUIRED - REFERENCES

event of death of an employee.

would receive such payments.

Please advise benefits which survivors receive in the
The question has been raised
as to the method of calculating the income which a surviving

widow and children would receive and the length of time they

CONFIDENTIL

25X1A
Distribution:
| 2 - CFE
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